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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORI 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

R E C ~ R D S  MANAGEMENT DIVISION 

I INSTRUCTIONS: See Publication No. 76-EM-! for instructions on completinq this form. /Forward siqned oriqinal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia.30334, I Attention: Scheduling Section. 

FOR RECORDS MANAGEMENT USE FORAGENCYUSE 1. Agency Address 
Application Date Department of Education Application Number 

Office of Vocational Education 
Division of Vocational Instruct ion 
Nutri t ion Education 

I 81-161 
Date Received Date Completed Application Number 

F E E  1 3  1981 / M A R  1 1  1981 
2. Person to Contact Working Title Tele hone Number 

3. Action Requested 

.At lanta ,  Georgia 

Ann Register Coordinator 15  6-2 54 5 
__ 

a. 
b. 
c. 0 Amend Application No. __ Checkone: n Change; Supercede; 0 Void 

eS Establish Retention Schedule: record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 

Nut r i t i on  Education Project Development F i l e s  
ce , ,. . .  Latest 

to date 
~ 

~~ 
~~ 

~~~ ~~ 

~~~~ 
~ -~ ~~~ 

~~ 

~.~ ~ ~ 

P 
I I - - -  4. Dates of Series 

I Earliest 
1979 

What i s  the function of the Division and the Office in which this record series i s  created? 
The DivLsion of Vocational Instruct ion i s  responsible fo r  developing policy re la t ing  t o  
vocational ins t ruc t ion  a t  the secondary and postsecondary level ;  par t ic ipat ing i n  the 
development of the S ta t e  Plan for  Vocational Education; developing vocational education 
program standards re la t ing  t o  instruct ional  areas;  providing consultative services  t o  
local  school systems involving all .phases of the instruct ional  process; par t ic ipat ing on 
evaluation of local school systems'  vocational programs; reviewing arch i tec tura l  plans 
f o r  local school systems' voactional f a c i l i t i e s ;  reviewing request from local sys t ems  
for  the purchase of equipment; reviewing vocational education ins t ruc t iona l  materials;  
reviewing preservice and in-service t ra ining programs; and supervising vocational student 
organizations a t  the s t a t e  level .  

6. Division and Office Function 

7. Record Series Description 

Documents relating to: 

This f i le contains the following'documents (include form numbers and titles, if any): 
Attach samples of the file. 

reviewing and approving requests for  contracts  fo r  products and services 
fo r  Nutri t ion Education and t ra ining and monitoring implementation 

Includedare: request for  proposal (contract  fo r  services), attachments ( s t a f f  v i t a e  
C L & L .  

1 e-"4n_Lf"*% and selected bibliography, e t c . )  

- 
How often are records referred to which are: 

One to six months old 10 ; Seven to twelve months old 5-; Thirteen to twenty-four months old ____, 2 .  

twenty-five months and older A? I-- 9. Annual Rate of Accumulation of Records 

Letter-size drawers ~ ~1; Legal-size drawers -; Shelves -, . Other (spmify) - 
~~ ~ 

AR-50-71; Rev. 76 -I-- (Over1 



~ .. 

a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, c}te law or regulation. I - - ~~~~ ~ I -_li 

c. Is this a vital record?. ... ~.~ - 

e. When one or two documents in the fi le make it necessary to keep thk entire f i le for a long period, could these 

_ ~ _  ~ ~~ 

d. Does this series have historical or long term research value? _. 

mntained in this series ever published? Ify&attac;h_caP. 

report? 
~ 

h. I s  there a duplication of this series in your office, or in another office or agency? 
If yez. where? -. ~ ..~ 

i ALthir series 1Qmrna~QLnatim of jtLreglrlad&microfilmed? 
he record series rewlt in a canwuter plintout? ~. . ~ 

The following requires the series to be kept: 
%-Doa t 
1. Retention Requirements 

a. State Law years. d. Audit period years. 

f. Federal retention instructions ~ 3 years. c. Federal law 

Attach copy or excert of laws'oi'reg%laiiond. Exdlain-'admm,;tr&ve neb& 

Fi1es''are needed f o r  t he  duration of contract .  

b. Statute of limitation years. e. Administrative need 2 years. 

I 
years. 
' . ~  % , . , I : ,  ;' 

-.. .- ,~,., ~ .,., _ . ,  . .  . ,  
? a  i t  I . i t ; -  " '" .  ' ' ' ' 'ivl'-i.i :, 

7 CFR 210.8, 210.14, 210.16, 240.10 
. - ~- I_ 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; '0 Fiscal Year; iA Other X?OnCOmp!etiOn Of . .  then, 

contract remove from ac t ive  f i l e  
and place i n  inact ive f i l e ,  Cut 
off inact ive f i l e  a t  the end of 
each f i s c a l  year then; 

0 Hold in the current files area L - m o n t h k )  
0 Transfer to local holding area; hold 

Transfer to State Records Center; hold --year(s); then 
_i Destroy. 
%Transfer to State Archives for permanent retention. 
0 Other (Specify) 

.year(~);then 
year(s); then 

, 

..-. 

These instructions apply to al l  prior and future accumulations of the series. 

3ecommendations i 

'If disapproved, anach letter 
,f explanation.) 

Attorney GenerallDesignee 
R-50-71: Rev. 76 


